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-A person 19 or over
who has a mental or
physical disability and
participates in a school
program




Site Eligibility

P— 4 '

-

-Eligible sites are those
that serve children in low-
iIncome areas or those that
serve specific groups of
low-income children.

-The Site must be the actual
locations where meals are
served and children are

eating in supervised settings.

fis >

&



1. OPEN: Meals are available to all
children on a first come first served
basis.

2. Restricted OPEN: Restricted for
reasons of space, security, safety or
control. However, still open to all on a
first come, first served basis.

3. Closed Enrolled Sites: Established Where

1. An identified group of needy children live in a pocket of poverty.

2. Identified group of needy children are transported to a meal site
located in an ineligible location.

3. A Program provides organized activities for a specific group of
children. SUMMER SCHOOL DOES NOT QUALIFY.

Can determine eligibility through income applications OR area
eligibility (children participating must reside in the same
neighborhood.) Only those enrolled receive meals.



4. For Profit Sites: Can operate as an open or a
restricted open site in @ 50% eligible area. Must
make meals available on a first come, first serve
basis. (Example: Fitness Club)

*Enrolled For Profit Sites or For Profit Camps are
Not Eligible

2 W’*
5. Migrant Sites: A Site that primarily serves
children of migrant workers. Operate as an open or

open restricted site. Must obtain certification from a
migrant organization and update this annually.




/

Determining Open Site Eligibility:

- 1. School Data ( Website L|nk)

- qhy

- "——r’/\—-—- Can use data from any school in

.....—-—-

7 “==——— the attendance area of site. Data

——— ‘ is good for five years.

2. Census Data. (Website
Link) Data good for five
years.



http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx
http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx

Closed Enrolled Eligibility

T e
it » % __ 1. School Data ( Link.) Can use

g 5
=& TS data from any school in the site’s

= T district. OR

2. Census Data. Data
good for five years.

If using income applications, at least 50% of the enrolled
participants must meet free or reduced priced eligibility in
order for the site to be declared a closed enrolled site.



Income applications must be

updated every twelve months.

Current year applications are
located on our website

| Current Year Income Eligibility
Guidelines must be used.

Far each add| famity

I
I

If you want to use your
own income application,
please submit to the State
agency for approval before
use.


http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx
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2. Evaluating and Selecting
Feeding Sites

- 5.Reco rdee n r@
4. Training and Requiremellztsg
Monitoring
) 6. Administrative 7. Program -
Reviews Expenses and

Procurement









BOYS & GIRLS




Sponsors should ensure when

selecting sites that the site can
¢/ provide a quality meal service. Look at
-Equipment
-Facilities
-Health Standards
Number of children potentially being
served

;\\




W 175 gel
MW oeakfast 8am-9:15am
5pm_ |

Remember to
Include Clear and
Informative
> Signage, especially
when sites are not
easily visible!



EXTREME WEATHER!

such as
thunderstorms or
extreme heat.

-In situations of “Extreme Heat”
(designated by the National Weather
Serivice) sites may allow food to be
taken off-site for consumption. (SP
16-2014, SFSP 14-2014) Please see
the Instruction and Application for
this on our website.



http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx

-All Sites Should enter into an Agreement
with the Sponsor. However, the Sponsor has
final responsibility for any site.

-The Health Department must be
notified, in writing, of all
prospective sites. Prompt trash
removal must be arranged
beforehand also.




3. Meal Service Requirements

4.Training and (@
Monitoring 5.Recordkeeping
Requirements
) 6. Administrative /. Program N
Reviews Expenses and .

Procurement



TYPE OF MEALS

and Supper Combination

Supper Meals are
approved only when

N .
. feasible and Migrant Sites May Serve
appropriate! up to Three Meals a
Day: Any Combination



SFSP Meal Pattern

Summer Food Service Frngram
Meal Pattern

Ereakfast
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http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx

1. Fluid Milk (1% or Skim)

2. Fruit, Vegetable or 100%
juice.



1. Fluid Milk (1% or Skim)

2. Fruit and/or Vegetable




Fluid Milk (1% or Skim) and/or

Vegetable/Fruit: Whole Fruits and vegetables are
included at least twice a week. (Juice must not be served
when milk is the only other component) and/or




Teenagers?

children.

You may serve
an adult sized
portion to
teenagers!




orrrio vs. Srinvr

Lunch and Supper:
Sponsor Prepares
Required Components.
Participant may decline
two items.




t children choose not to
, as long as the practice is
in compliance with local and
State health and safety codes.

> All participants eat meals “on-site.” HOWEVER,
One whole fruit, vegetable, or grain items that
is not eaten may be taken off site by the
participant. (disclaimer)



Let the State Agency know about Field Trips!

A /

-Establishing Meal
Times (No time
restrictions)

-Meals can be
delivered no more
than 1 hour before the
beginning of the meal
service.

-If meals are not prepared on
site, proper facilities exist on-
site for storing the food!
(Remember Food Safety!)






7CFR 225.16 (d)

Meals Must Meet Meal
Pattern Requirements and
Sufficient Quantities of
Each Component Must be
Served for meals to be
Reimbursable.



Braakfast Lunch/Suppsar, Snack
Daily §F3PF Manu Plannar

Fill out each |
component item S
completely

List the appropriate
portion size or
amount if a CN label
product

Fruit'Veg 2

= I R

Document number of

total portions - I
prepared - rapr
I

One planner per day,
per food prep facility




Breakfast, LunchiSupper, Snack
Daily SFSP Menu Planner

lnﬁ?nam Sy

Spunsur.f

Breakfast Number of

(3 components) Menu item Portion Size Portions
Prapared

s[5 oo | he | oo |
on I

4 Llir_lér'g,hr&mpar Number of
{5components) Portions
Prepared

Fru

&

Snack
{2 out of 4 componants)

Paortion Size Number of
Portions
Prepared

Meat/Frotein




5.Recordkeeping
Requirements

’ ) 7. Program Expenses
and Procurement



Document Training on
the Training Form
provided to you by the

State Agency (SFSP Remember to document
Website.) WHO was trained,
WHEN the training was
conducted, and WHAT
was covered during the

Ensure all Staff are trained on training.

the specific requirements of their
job or role in SFSP. All will be
trained on Civil Rights.



Different Trainings may be
conducted due to varying roles
of hired or volunteer workers

Keep Your Training
Agenda and Signature
Form available for review.




Monitoring!

The Role of the SFSP Monitor

1. Conduct a Pre-Operational Visit for
All New Sites (See SFSP Website for
Preoperational Visit Form)

2. Conduct a quick First Week Visit for All
Sites (May Be Waived for Returning Sites)
(See SFSP Website for First Week Visit
Form)

3.Conduct an in-depth Monitor Review
within FOUR WEEKS for all sites. (See SFSP
Website for Monitor Form)


http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx

USDA recommends one
monitor for every 15-20
urban sites. More may be
necessary for rural sites.

Monitoring! Use your Monitoring
Documentation to Improve Your
Meal Service!

Keep All Monitoring
Documentation
Available for Review



4.Training and
Monitoring

| ) 6. Program N
Expenses and '
Procurement



. Menu Planner
. Daily Meal Counts

. Weekly Meal
Count (Site Record
of Meals Served)

. Delivery Tickets
for Satellite Self-
Prep Sites



1. Menu Planner

Sponsors must keep
records that provide
adequate document that
all meals claimed have
met the meal pattern and
were eligible for
reimbursement. Each Food
Preparation Facility must
keep their own menu
planner with total number
of meals prepared by that
facility.




Must include: 2. Daily Meal Count Sheet

The number of meals delivered or o
prepared, by type

Site MName: Meal Type (circle): B L SN SU
- . Supervisor's Name: :
Complete fl rst meals Served to Chlldren, by Meal: received/prepared _ +Aleals available from previous day =__ (Total meals available)

First Meals Served to Children (cross off number as each child recerves a meal):

type 1 2 3 4 5 6 7 8 9% 10 11 12 13 14 15 16 17 19 20
21 22 23 24 25 26 27T 28 29 3 31 32 33 34 33 36 37 3 3% 40
41 2 43 44 45 46 47 48 49 5 51 52 53 4 55 56 57 5 59 60
61 2 63 64 65 66 67 68 69 T 7172 73 74 7% 76 77 78 T 80

Number of second meals served to

81 82 8 B84 85 8BS 87 88 B89 91 92 93 94 95 86 97 99 100

Child ren b ty e 101 102 103 104 105 106 107 108 109 110 111 112 113 114 115 116 117 118 119 120
» DY yp

121 122 123 124 123 126 127 128 129 130 131 132 133 134 135 136 137 138 139 140

Excess meals or leftover meals ieseriem

Meals served to Program adults:
12 3 4 5 678910 Total Program Adult Meals =

Meals served to non-Program adults:

Meals served to program adults, if any 123456755 et B A

Meals served to non-program adults, if any

Number of addihonal children requestng a meal after all available meals were served:

This Document is Returned to the Sponsor [l EEEEEEIEEERE

By signing below, I cerify that the above information 15 true and accurate:

either aaily, OR at least by the end of the ==
weekx.




Must include:

The number of meals
delivered or prepared, by

type

Complete first meals
served to children, by type

Number of second meals
served to children, by type

Excess meals or leftover
meals

This Document is
Maintained at the Site
for the Entire Duration of

the SFSP Operation for that
Site

3. Weekly Meal Count Sheet (Site Record of

Meals Served)

Kentucky Department of Education
School and Community Nutrition
SFSP SITE RECORD OF MEALS SERVED
Site Name: Site Supervisor:
Meal Service: | Gresifast ] AM.Smack ] Lnch ] pmosrack [ Supper Date:
Note: A copy of this form must be maintained at the site for the duration of the site’s operations.

Instructions: Record the numbser of meals avalable®, tha number of first meals served to children, the number of sacond meals served to children, and the number of leftowers each

a3y per meal service your slte 5 operating. This numier should be copled from your Daky Meal Count Form.  Maintain this form at your =iis as a record of fotal meals served.

= Number of Maals Avalladle Inciudas ihe number of meals prepared, or dellverad, plus |eft over from previous day If applicabée. (Revised from 2010 form)

KYMCO1 FEGETEL]




Must include:
The Name of the Sponsor, the nhame of the
Site, and the name of the Preparation
Facility

Designate which meal is being delivered
(one delivery ticket per meal type)

Number of Meals Ordered and Delivered
Time of Delivery
Information about the Quality of Food

Signatures of Person Delivering and Person
Accepting

This Document is Returned to the Sponsor
either daily, OR at least by the end of the
Week.

4.Delivery Slips (Required for
all Satellite Prep and Vended
Meals)

K SFSP Delvery Recelpt

14 the food acceptalie ol ihe e of dalloary |lemparsiire, appasfates, el yos L1

=

Shanature of Persen Pleking upDelivering Weala

Shanatuie of Persen Recervisg Mesk althe Sie




5.Recordkeeping
4, Training and Requirements
Monitoring



Program Cost Documentation

All Sponsors are Required
to Keep Documentation of
Program Expenses to
account for the receipt,
obligation, and
expenditure of all SFSP
Funds

[OMB Circular A-110, Section
22 (i)]

**Sponsors do not have to keep a
separate food service account for their
SFSP program.



Allowable Costs

Program Labor Such as Coo@or

Site Supervisors

Administrative Labor such
as Program Managers or
Mpnitors

T .. s 1
I = AP ¥ Ol
AT » - g b
| (s E . A -
¥ \ ol
\ A —
o b Vo
L X ¢ g
~ L/
LA )




Documentation of Food and Non-

Food :
Receipts

Purchasing Invoices

Bank Records




Documentation of Food and Non-

Food
Mileage Logs

1 Dilleage log |

Monthly Inventory
Control Sheet (Done
per Month)

Cancelled Checks

e



Documentation of Program
Labor Time

TIME REPORT - Site and Food Service Staff*

.+ r £+ [ |
Tunderstand that this information is being given in connection with the receipt of Federal funds and
that deliberate misrepresentation may subject me to prosecution under applicable State and Federal
cnminal statutes.

Site supervisor's signature Date

*Use this form for all site-level and food service staff performing operating costs tasks, that is, tasks
directly related to the food service (e g meal servers, cooks, supervising children at the site).




Documentation of Administrative

Staff Time

I [ [ ]

- rr e
I understand that this information is being given in coonection with the receipt of Federal fumds and
that deliberate misTeprasentation may subject me to prosecuten under applicable State and Federal

Supervisor's signatare Date

*1z= this form for admmiztratve saff performing administrative cost tasks, that is, tazks ralated
the administration of the Program (.2, monitors, book keepers, office staff, directors).




SUMMARY OF ADMINISTRATIVE EXPENSES

Summary of
Administrative
Expenses
(Tool for
Compiling
Expenses Per
Month)

7. Rental of office space

8. Office supplies

9. Unlines

10. Use allowance of
furniture and Sxtures

11. Audir fees

12 Legal fees

13. Office building

mantenance
14. Other (specify)

15. TOTAL




SFSP Procurement is required by FNS
regulation (7 C.FR. §225.17). As
with all other Federal funds, the

primary objective of these procedures

IS to ensure maximum open and free

competition. Although the program

regulations do not specifically limit

the term of procurement contracts,
the State Agency will only allow,

contract terms of one or two years.




Fill out the Food Supplier
Procurement Form with the
items that you wish the food
suppliers to bid on.

Obtain the names, addresses,
and email addresses of at least
three food supplier companies.

Fill out the prototype Invitation
to Bid (Form A) letter with the
necessary information

Invitation to Bid (Form A)

Date

Contact Name

Address

City, State

Zip

Object: Invitation to Quote Price of Goods

Dear (Contact Name)

We are interestedin purchasing [describe goods. )

Using the attached procurement farm, please quate yaur ardinary unit price for supplyingthese
goads togetherwith your discount forvolume purchases, Pleaseincludesalestax and delivery

charges when applicable.

Please alsoindicate

&) Yourterms of payment,

&ll price quotations must be firm and be goodfar a period of one year unless otherwise stated,

Please have quates backto me by (date.)

Sinceraly,

Yaur Name

Yaur Title

Yaur Phone Number
Yaur Email




[Faod Supply Vendar Cantract |Form ]

o cndh vl prck lor upplaen o ot o indicalcd e B ikl cte Nge gl by B

Fill out the Bid List and Contract g=
(Form B) with the items you
plan to purchase from the Food
Supply Company. Make three
copies.

tname of vendor), agres to supply the above

named tems atthe price gquoted. Dellvery costs and saks tax are Included with this
quote.

Terms of payment are —
This contract may be volded by <ither party at any time.

algnu w2 Tendo SEIoEbE [Cictm

aAlgnaum 2 igotey o Inetwutan Sarmsan o Cetm
(Spomuor or Imetitution Repreyentetive Sigm AFTER bid hea been coompbed)



Mail or email both documents to each
of the food suppliers with a date that
the bid should be returned. Sponsors
must ensure that all potential food
suppliers receive that same
information.

When bids are returned to you,
compile the bids, and document which
food supplier was selected. If the
lowest price is not the reason for
selecting a prospective bidder, you
must document why the alternate food
supplier was chosen.

Keep all documentation of your
procurement process available for
review




" QUESTIONS?

Call Cathy Gallagher
502-564-5625 Extension 4933
Cathy.gallagher@education.ky.gov

Thank you for Your Participation in
the Summer Food Service Program!

We all Wish You
Success!



